
INSTRUCTIONS: See Publication No. 76-RM-? for instructions on completing t h i s  form. korwdrd signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

FOR AGENCY USE 1 1. Agency Address I FOR RECORDS MANAGEMENT USE 

oplicarion Date 

optication Number - 

Application Number 

83-903 
Department of Education 
Office of Vocational Education 
Divis ion of Vocational State  Planning mte Received ~q~-w~~~~t~a;: 

1984 

- ~ ~~ 

and Operations-Statistical Research DEC 1 g 1983 I FEE 9 
x-,, 

FY 1973 I To Date 

i. Division and Office Function 
I Vocational Planning and Operations Miscellaneous Planning F i l e s  

What i s  the function of the Division and the Office in which this remrd series i s  created? 
7 

I. Dates of Series 
iarliest . Latest 

No Change - - 

5. Remrds Series Tt le  (followed by title used in office; if different) 

I. Record Serier Desuiotian This file mntains the following'documents (include form numbersand titles, if any): . 
Attach samples of the file. 

Documents relating to: 
No Change 

Included are: 

File is arranged: 

3. Monthly Referenee Rate How often are records referred to which are: 
One to six mnths old 10 ; Seven to twelve months old 8 ; Thirteen to twenty-four months old 

\ twenty-five months and older nrrlc? 
3 Annual Rate of Accumulation of Records ' Lettersize drawers 3-5 ; Legal-size drawers ;Shelves ;Other lrpecirvl 



ES 

c. Is this a vital record? 
d. Does t h i s  series have historical or long term research value? . .  

NO 10. Qtzstwnnaire (Place an "X" in the proper column) I 

a. Is this the official copy of the series? 
If  not. where is it? 

b. Does me series contain confidential information requiring security handling? If  yes, ~ t e  law or regulation. 

X 

e. When one or two documents in the fi le make it necessary to keep the entire file for a long period, muld these 
documents be scheduled sewratelv? 

f. Is the information mnuined in this series ever Dublished? If  yes. a t t  ach mov. 

g. Is the information contained in this series ever analyzed andlor recorded in a summarized report? 
If ve t  attach coDv. 

h. Is there a duplication of this series in your office, or in another office or agency? 
I r l  I I f  veL where? 

1 X I 
< I X I 

i. I s  thisseries loramiuar . owtion of it) reoularlv miaofilmed? 
i. Doest he record series result in a w w u t e r  DT intom? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. g i t  period years. 
b. Statute of limitation years. dmininrative need L y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach wpy or excert of laws or regulations. Explain adminimatjvyneed. - _  - 

R e f  ere'nce material. 

2. Approved Disposition Inmuctions This agency recommends t h a t  the file series be cut off a t  the end of each: 
0 Calendar Year; N Fiscal Year; 0 Other then, 

Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area; hold 
Rl Transfer to State Aemrds Center; hold 
&i Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other lSpecifvl 

yearls); then 
yearls); then 

These instructions apply to al l  prior and future accumulations of the series. 

State Records Comyittee (Signaturn) Date 
lecommendations in para- I 1 . I  I 
raph  12 are approved. State Auditorloesignee ' -Lb.---T Vj 3IR4 
I f  disapproved, attach Iettw I ( - 1  

if explanation.) Seaetary of StateDesignee 



FOR AGENCY USE 
Gplication Date 

pplicztion Number 

N2.73-1. &)ii.te ..I Vocational. Plannine. and. Operations MJsc-eous Planning Files . Division and Office Funmion What i s  the function of the Division and the Office in which this record series is created? 

1. Agenw Address FOR RECORDSMANAGEMENT US€ 

Department of Education Application Number 

. Date Completed 
b-53- 19 Off ice  of Vocational Education 

Div is ion  of Vocational S t a t e  Planning 
and Opera t ions -S ta t i s t i ca l  Research 

336 S t a t e  O f f i c e  Buildin2 

R ~ e i v e d  -~ 
FEB I 2 1981 I FEE 1 8  1981 

The Vocational S t a t i s t i c a l  Research and Reports Unit  i s  respons ib le  f o r  compiling 
s t a t i s t i c s  and providing d a t a  on voca t iona l  s tuden t  enrollment i n  secondary and 
postsecondary schools;  s t a f f  development needs; manpower needs of bus iness  and 
indus t ry  and employment oppro tun i t i e s  generated by them; s p e c i f i c  voca t iona l  educat ion 
prograns required t o  meet i d e n t i f i e d  needs; and o the r  information f o r  long and 
short-range planning f o r  voca t iona l  educat ion programs. The u n i t  disseminates  i n f o r  t i o n  
t o  school s y s t e m s ,  t h e  publ ic ,  and o the r  Div is ions  wi th in  t h e  Department and Of f i ce  
of Vocational Education, and assists with o t h e r  Divis ion a c t i v i t i e s  a s  requi red .  

. Dates of Series 
arliest Latest 

'. RecordSeries Description This file contains the following documents (include form numbersand titles, ifanyl: 
Attach samples of the file. 

relating to: Maintaining r e fe~rence  d a t a  used i n  canp i l ing  S t a t e  P lans  f o r  Vocational 
Education programs. 

Includedare: Orig ina l  agreements between the  Department and CESA'S (Cooperative Education 
Serv ice  Area) f o r  t h e  funding of admin i s t r a t ive  c o s t s ;  s ta t is t ical  papers 
and o ther  working p a p e r s  used i n  canp i l ing  published S t a t i s t i c a l .  P lans ;  
camera-ready cop ie s  of S t a t e  Plans;  recommendations from Advisory Coucil  
and o the r s  for changes i n  S t a t e  Plans;  and o t h e r  r e l a t e d  documents. 

/ 

5. Records Series Title Ifollowed by title used in office; if differentl 

F ~ I ~  isarranged: Chronologically by F i sca l  Year. 

1. Monthly Reference Rate How often are records referred to which are: 

One t o  six months old 0 ; Seven t o  twelve months old 0 ; Thirteen to twenty-four months old 0; 

I. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legakize drawers ;Shelves ; Other IWecifyJ 

twenty-five months and older O ?  


